
TRAVEL EXPENSE VOUCHER FOR NON-STATE EMPLOYEES
NORTH DAKOTA DIVISION OF COMMUNITY SERVICES
SFN 52805 (03/01)

Name Agency

Address Work Phone Number Home Phone Number

E-Mail Address

Purpose of Travel and Explanation of Expenses

Left From 
Returned From 

To 
To 

Mileage 
Mileage 

Date Travel Began      
Date Travel Ended      

Time Travel Began     
Time Travel Ended     

REIMBURSEMENT POLICIES
Reimbursement for travel, lodging and meals will be computed by this office.  Rates will be as follows:

Mileage: 24¢ per mile will be paid for private automobile. No. of miles                       x 24¢ $

Lodging:  Actual cost up to $42 plus any additional applicable state or local
taxes on lodging.  (Payment cannot be made for lodging costs incurred by
persons other than those authorized to attend meetings. The receipt must be
the official receipt from the lodging establishment and not a charge slip from a
credit card system.)

No. of  nights             x  $           $

Meals:   The following guidelines will be used for meal reimbursement:

Breakfast (First Quarter)  $4.00 6 Travel must begin before 7:00 a.m.
Lunch (Second Quarter)   $6.00 6 12:00 noon to 6:00 p.m.
Dinner (Third Quarter)   $10.00 6 Travel must end after 7:00 p.m.
Note: Second and Third Quarters  6 to claim expenses you must be in travel
status one hour before the start of the quarter.

No. of Breakfast               x  $  4
No. of Lunch                    x  $  6
No. of Dinner                   x  $10

$
$
$

Miscellaneous Expense:  Miscellaneous expenses must be documented with an
official receipt (e.g., registration fees, taxi, parking, phone calls, copies, etc.). $

TO BE REIMBURSED FOR ANY EXPENSES YOU MUST SIGN THIS FORM

    
Signature

   
Date

SEND TO:

Division of Community Services
14th Floor - State Capitol
600 East Boulevard Avenue - Dept. 105
Bismarck, ND 58505-0170
Phone: (701) 328-2094
Fax: (701) 328-2308

DCS USE ONLY

Mileage/Airfare  $                         
Lodging                             
Meals                              
Miscellaneous Expense                             
Total Expense  $                         

DCS Authorized Signature    
Program Charged        


